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THE ROLE OF A LIBRARIAN I N  A STATE 
PLANNING AGENCY 
By MRS. DOROTHY G. HUBBARD 
Research Librarian, New Hampshire State Planning and Development Commission, 
Concord, New Hampshire 
P LANNING organizations are very much in the news nowadays, be- cause of the nation-wide interest 
in postwar planning. State planning 
agencies have been in existence for some 
time, some of them dating back to the 
very early thirties, when they were de- 
veloped under federal funds to aid in the 
general emergency works program of 
that period. Later they became part of 
the state governmental set-up, receiving 
funds for operation direct from the vari- 
ous state legislatures. At the present time 
many of them are undergoing a general 
over-hauling and face-lifting process, 
which will no doubt result in many 
changes in organization and methods. 
As Librarian for the past few years 
for  the New Hampshire State Planning 
and Development Commission, I am in- 
terested in what these changes will be. 
I am particularly interested in what the 
attitude of future planning executives 
will be toward planning board libraries. 
Like any organization which deals largely 
in research and the accumulation of 
factual information, a state planning 
board makes extensive use of reference 
data. But no definite policy of dealing 
with this data has apparently ever been 
agreed upon among the various planning 
boards, most of them working out their 
own salvation as best they could. 
Quite early in its progress, the New 
Hampshire Commission organized a ref- 
erence library and hired a full-time li- 
brarian to supervise it. The Commission 
was organized in 1933 as the New Hamp- 
shire State Planning Board, with funds 
provided by the C. W. A. During the first 
few months of its existence it had a staff 
of nearly eighty persons, the majority of 
whom were engaged in some type of re- 
search along at least 13 different lines. 
In addition to the research section, there 
was a clerical and a drafting section, but 
no provision was made in the original 
set-up for a library or files section. A few 
months after its organization, the board 
was subjected to observation and investi- 
gation by a planning expert, who was ap- 
parently not too favorably impressed. 
Among other suggestions, he indicated 
that the size of the research staff ought 
to be reduced, and a new section estab- 
lished, to be known as the Library and 
Files Division. He  further recommended 
that it was "an imperative and immediate 
need of the State Planning Board to se- 
cure the services of a trained librarian 
or an expert file clerk." The Board was 
very fortunate in securing the services 
of Mrs. Sophia Hall Glidden, who is well 
known for the work she has done on the 
classification of public administration li- 
brary material. Through her efforts a 
classification system was evolved and 
order was made out of what must have 
been chaos, considering the number of re- 
search workers! The State Planning 
Board eventually merged with the State 
Development Commission to form the 
State Planning and Development Com- 
mission whose Research and Planning 
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Division now includes only four regular 
research workers. The reference library 
has been continued, with a full-time li- 
brarian in charge. 
For  some time I have wondered how 
other state planning boards handled the 
matter of reference material, since I was 
fairly certain that New Hampshire's set- 
up, of a library and full-time librarian, 
was rather in the minority. Since noth- 
ing had apparently been published on the 
subject, I undertook to secure the in- 
formation direct from the state planning 
boards themselves and was rewarded 
with an encouraging number of replies 
and much interesting information. Out  
of a total of 27 agencies contacted, only 
four reported an organized library, under 
the supervision of a full-time librarian. 
Even in these four cases, "full-time" did 
not always mean that the librarian gave 
all her time to library duties. I t  simply 
meant that whatever attention the library 
received was given it by the librarian. 
Often other duties of a non-library na- 
ture absorbed a much larger per cent of 
her time. Eight planning boards reported 
a library in charge of a member of the 
clerical, or in one case, the drafting staff. 
Four agencies reported a library with no 
one in particular in charge; six reported 
no library at all ; while two indicated that 
they were in the process of setting up a 
library filing system, or planned to in the 
near future. O f  those reporting a library 
in charge of a member of the clerical 
staff, two reported that they had had a 
trained librarian in the beginning to set 
up a filing system. One executive said 
that his department occasionally employed 
a librarian to "bring the library out of 
chaos into useful condition" but then 
"very promptly let it slip back into bad 
shape". Reasons given for not hiring a 
librarian were lack of funds, (suggesting 
that a librarian was an unnecessary ex- 
pense as compared with the research, 
drafting and clerical personnel), the near- 
ness of the state library reference service, 
or the small size of the staff. Some agen- 
cies expressed the hope that they might be 
able, in the near future, to add a librarian 
to their staff, one planning director stating 
that, in his opinion, a "well-organized and 
complete library-is an asset to any re- 
search or planning agency and should be 
given adequate support, and a trained li- 
brarian should be available, at  least on a 
part-time basis, to keep it in proper con- 
dition." 
W e  feel that our library here does 
make a definite contribution to facilitat- 
ing the work of the organization. In  the 
April 1943 issue of SPECIAL LIBRARIES 
there appeared an article by Miss Lucy 
Lewton, on "Publicity for the Special 
Library." In  a sense, that is one purpose 
of this article-to publicize the work of 
our Library. W e  have been developing 
our Library policies and techniques some- 
what by the trial and error method over 
a period of about nine years. They are 
far from perfected. However, making 
them public may accomplish at least three 
things : 1. They may offer something in 
the way of helpful suggestions to the 
planning executives who are setting up li- 
brary systems for the first time or for 
those who are reorganizing old ones; 2. 
Planning officials may be moved to cease 
regarding their reference files as neces- 
sary evils and delegate to them the place 
of importance they deserve. They may, 
also consider adding to their staffs a Ii- 
brarian, who will serve in just as im- 
portant a capacity as any member of the 
drafting, research or clerical staff; 3. Li- 
brarians already serving in state plan- 
ning boards and those hired in the future 
may be stimulated to definite effort to 
cooperatk with each other in the exchange 
of ideas, methods and techniques. They 
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may also make an effort to establish them- 
selves as specialized personnel, rather 
than maids-of-all-work who tend the li- 
brary in their spare time, but otherwise 
do any other job that no one else has 
time to do. 
I am not trying to stir up a revolution. 
In  a small organization, where the staff 
is limited, "doubling up" is inevitable, 
and certainly no member of the staff 
would ever object to helping out in an 
emergency job, even if it is entirely out 
of his field. But I am referring particu- 
larly to the librarian who regularly per- 
forms tasks which by no stretch of the 
imagination could be classified as "li- 
brary" work. For example, the librarian 
of one state planning board reported 
that among her regular duties was that 
of requisitioning all supplies, payment of 
bills, bookkeeping, preparation of finan- 
cial statements and budgets, and prepara- 
tion of payrolls. Stenographic work, 
other than that connected with her own 
work, is another activity often wished on 
to the librarian. From our experience 
here and from the information supplied 
by other agencies, I am firmly convinced 
that there is a definite place on a plan- 
ning board staff for a librarian as a li- 
brarian. The following discussion of our 
activities will, I hope, be some measure 
of proof that this is so. 
RELATION BETWEEN LIBRARY AND 
RESEARCH STAFF 
Any special librarian knows that the 
closer her library is, in actual physical 
location, to the people who are going to 
use it, the more they will use it. I t  is the 
nature of man to make the greatest use 
of those facilities which are available with 
the least effort on his part. A few years 
ago the New Hampshire State Planning 
and Development Commission was for- 
tunate in having the opportunity to move 
into entirely new quarters, which were 
planned as nearly as possible to meet our 
needs and desires. As a result, the Li- 
brary is actually an alcove off the research 
room. The Librarian's desk is placed at  
the front of the alcove, facing the desks 
of the research men. The room is small 
enough so that any member of the staff 
can make a request for information or 
reference material from his own desk. 
The arrangement is an ideal one, from the 
point of view of insuring maximum use 
of the Library and close cooperation be- 
tween Librarian and research staff. There 
is no excuse for not knowing what proj- 
ects are being studied and by whom. I 
eavesdrop quite shamelessly as the men 
discuss their work with each other. I can 
thus keep an eye out for any new material 
that would be pertinent to their field of 
work. They, in turn, inform me of what 
information is lacking, or let me know if 
they come across anything which would 
be a valuable addition to our files. I t  is 
extremely important that this close work- 
ing relationship between the librarian and 
research staff be maintained, and this ar- 
rangement insures it as nothing else cmld. 
ROUTINE DUTIES OF T H E  LIBRARIAN 
Mail. All incoming correspondence of 
the Research and Planning Division, as 
well as all published material (except 
that which is addressed specifica!ly to the 
Executive Director) is opened and read 
by the Librarian. This allows her to im- 
mediately record and stamp all new pub- 
lications. Moreover, since much valuable 
information comes into the office by way 
of correspondence, the Librarian has the 
opportunity to note such information and 
make a mental record of it for possible 
future use. (At one time all incoming 
first-class mail was recorded as to source 
and content, but this practice was aban- 
doned as entailing more time than the 
use of the fir.:: record warranted.) All 
outgoing mail (except letters written by 
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the Executive Director) is also read by 
the Librarian before it leaves the office. 
Although this system originated as a 
means of providing a final check on such 
factors as typographical errors, enclos- 
ures, etc., it serves also to keep the Li- 
brarian informed as to what staff mem- 
bers are doing, and helps to avoid dupli- 
cation in the giving out of information or 
in requests for information. Often ma- 
teral is requested which is already in the 
files, or information is sought which can 
be more easily and quickly secured from 
a source with which the Librarian is 
familiar. In this way, the Library serves 
as a sort of central clearing house for 
the office. 
Accumulation and Circulatio~z of New 
Material. I t  is the Librarian's responsi- 
bility to secure all reference material and 
data needed by members of the staff. Re- 
quests are made directly to her. The pur- 
chasing of expensive publications is sub- 
ject to the approval of the Executive Di- 
rector, who, however, rarely disapproves 
of the Librarian's selections. Fortunately, 
state and public libraries and other agen- 
cies through which loans can be made, 
make it unnecessary to purchase expen- 
sive publications which will receive only a 
limited or  temporary use. Especially 
close cooperation is maintained with the 
State Library, which often agrees to pur- 
chase and make available to us books 
which are needed by our staff for only 
temporary use. These are never books 
which are of such specialized character 
that they would not be of interest to the 
general public. The arrangement is a use- 
ful one in that it aids the State Library 
in building up its collection of books 
on planning which, in turn, are made 
available to the public. 
I t  is the Librarian's responsibility to 
check continuously sources of new ma- 
terial for anything which will be of use 
to the Commission. Most planning pe- 
riodicals carry lists of new publications 
and these are always checked carefully. 
Members of the staff cooperate by call- 
ing to my attention any new titles which 
they come across in their reading or in 
their contacts with other state depart- 
ments. 
All new material coming into the of- 
fice is circulated among the staff members 
immediately, being returned later to the 
Library for cataloging and filing. An 
informal system of circulation is used, 
each staff member passing along the ma- 
terial as he finishes with it. Newspaper 
clippings are likewise circulated among 
the staff. Newspapers are read by a mem- 
ber of the research staff and items marked 
for the attention of the person who would 
be interested. They are clipped by a 
member of the clerical staff, and, after 
being circulated, are returned to the li- 
brary for filing. The Librarian regularly 
reads and marks the State's two larger 
newspapers. 
Cataloging and Filing. Judging from 
the letters I received from other planning 
boards, classifying reference material is 
a planning librarian's bugbear. One li- 
brarian stated that she hadn't yet seen a 
clasification system suited for planning 
collections. The following are some ex- 
amples of what systems were being used: 
A straight Dewey-Decimal system, a com- 
bination of the Harvard City Planning 
Classification and Dewey, a variation of 
Dewey based on the organization issuing 
the publication rather than subject- 
matter, a simple subject matter index, a 
system devised by Arthur C. Comey and 
Katherine McNamara, which is an 
adaptation of the Harvard Classification 
Scheme, and a specially devised subject- 
decimal system. We are using the Comey- 
McNamara system, and as one librarian 
remarked about her use of Dewey, we 
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are "doing considerable violence to it." 
The field of Classification is a specialized 
one, and I do not pretend to know very 
much about it. I am sure, however, that 
one of the classification systems devised 
especially for planning collections is bet- 
ter suited to such a collection than any 
of the general classification schemes. The 
simpler the scheme is, the better, espe- 
cially where the librarian has not had spe- 
cialized library training. An inexperienced 
planning librarian ought to take time to 
explore the field of classification systems 
quite thoroughly before she decides on the 
one which will best suit her needs. There 
is no changing it without a great deal of 
extra work, once the scheme has been in 
effect for even a short time. 
We file our shelf and vertical file ma- 
terial under the same classification sys- 
tem. Some librarians or file clerks re- 
ported that they found it easier to file 
vertical file material alphabetically. We  
find that it is easier to file and easier to 
locate material if we use the same system 
for both pamphlet and bound material. 
There is also greater continuity and uni- 
formity in our files. 
The only material filed alphabetically 
is the following: General reports of the 
various state planning boards are filed 
alphabetically by state under the number 
alloted in the Classification system to 
"State planning" ; periodicals are placed 
on lower shelves in alphabetical order by 
title ; photographs are filed in a large-size 
file alphabetically by location; newspaper 
clippings are filed alphabetically by sub- 
ject. -4 word about news clippings. They 
are no doubt among the Librarian's big- 
gest headaches. Yet their value as sources 
of up-to-date information about locali- 
ties in the State is so great that we have 
never been able to bring ourselves to give 
up keeping clippings entirely, although 
we certainly have been tempted to do so 
many times. At one time an attempt was 
made to mount a11 clippings on separate 
sheets, on which was written the name of 
the newspaper and the date. This practice 
has been abandoned as being too time- 
consuming. Clippings are now filed in 
manila folders without mounting and the 
number of clippings kept has been cut 
down considerably. We do not keep scrap 
books except where a particular project 
is concerned, when clippings serve to give 
a complete history which will have value 
in future years. Scrap books are cumber- 
some and require time and labor all out of 
proportion to their usefulness. 
NON-ROUTINE ACTIVITIES OF THE 
LIBRARIAN 
Reference and Research. The official 
title of the Commission Librarian is Re- 
search Librarian, and reference and re- 
search comprise a large percentage of the 
work here. In  addition to published data, 
card files are maintained giving informa- 
tion on names of members of various 
state and other agencies and organiza- 
tions. Reference questions vary from 
those involving simply the name or ad- 
dress of a person or agency to those re- 
quiring more extensive research, such as : 
compilations of bibliographies or other 
reference data, including material avail- 
able in state or city library files ; compila- 
tions of legislation on planning or allied 
subjects; compilations of lists of persons 
or organizations. Such requests often 
come from outside the office as well as 
from office personnel. Besides the li- 
braries, the resources of other state de- 
partments and organizations are used, so 
that it is necessary to have an idea of the 
fields covered by each, and to know what 
persons to contact for a particular type of 
information. 
Special Research Projects. Although 
the major 'function of the Planning Com- 
mission is the formulation of long-term 
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plans on the basis of factual data which 
is continually being accumulated in many 
different fields, a large part of the work 
of the Research Staff involves special 
studies or surveys requested by the Legis- 
lature or the Governor and Council. Oc- 
casionally these projects are assigned to 
the Librarian. For the most part, those 
assigned to her are jobs which do not 
require any "field work", so that it is not 
necessary for her to be absent from her 
desk for any length of time. They are 
projects which can be carried on by means 
of telephone, correspondence or the use 
of available reference data. The follow- 
ing are samples of such projects : 
Investigation of the advisability of erect- 
ing an exhibition and convention building 
within the state for the use of various state 
organizations and agencies. 
A surrey of prison industries in the vari- 
ous states to discover possible new indus- 
tries for the New Hampshire State Prison, 
m hose normal activities have been cur- 
tailed by the \Var. 
Participation in a survey, now being con- 
ducted by the Commission, of one of the 
Regions of the State. Committees made 
up of people in the Region ha\e  been set 
up to study such topics as Transportation, 
Industry, Rccreation, Education, and 
others. A memlier of the Commission staff 
has lieen assigned to each committee as 
technical consultant, and the Librarian has 
I~ecn assigned in this capacity to two of 
the committees. 
Editing a ~ i d  Proo f - r ead iq .  The Com- 
mission publishes a biennial report of its 
activities and various n~iscellaneous re- 
ports of surveys and studies. These pub- 
lications are nearly always made up of 
contributions froin several different mem- 
bers of the staff or from people outside 
the department working on advisory com- 
mittees. T o  insure unifornIity of style, to 
coordinate the various parts and to in- 
sure correctness of form as regards foot- 
notes, bibliographies, etc., a certain 
amount of editing and reorganization of 
material is nearly always necessary. Part 
of this work is delegated to the Librarian. 
Proof-reading of reports is likewise done 
by the Librarian, although final responsi- 
bility for material to be published has 
never been specifically delegated to her. 
I believe that this could logically be dele- 
gated to the Librarian as a regular func- 
tion, so that final responsibility will rest 
with one person to see that last minute 
corrections by various contributors are 
correctly incorporated and the final proof 
is as nearly as possible in the form in 
which the report is to be published. In  
one state planning board, a person is 
maintained on the staff with the title of 
"Journalist" to handle all the work con- 
nected with reports, from assembling data 
to final distribution, including arrange- 
ments for printing. Here in New Hamp- 
shire printing arrangements come under 
general office management, while the dis- 
tribution of reports is handled by a mem- 
ber of the clerical staff. The latter ac- 
tivity was once included in the duties of 
the Librarian, but the large amount of 
clerical work involved made it necessary 
to turn the work over to a stenographer. 
However, the Librarian is frequently con- 
sulted concerning the sending out of Com- 
mission publications. 
QUALIFICATIONS OF A PLANNING 
LIBRARIAN 
New Hampshire has just completed a 
Classification Plan for N. H.  State em- 
ployees, which includes definitions of the 
duties and qualifications of a Research 
Librarian in the Planning and Develop- 
ment Commission. Briefly, according to 
the Plan, minimum qualifications for Re- 
search Librarian include such experience 
and training as will enable the Librarian 
to perform library research and aid in the 
preparation of staff reports. Other states 
have defined the qualifications for libra- 
rians of state departments in general, 
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which would, of course, include a plan- 
ning librarian if such existed. One state 
defines the minimum qualifications for the 
librarian of a "state department, school, 
or similar unit" as being: 
"E.rpcvie;zce such as may have been gained 
through en~ployment in a responsible ca- 
pacity in a governmental or circulating 
library; 
Tt+ainilzg such as may have been gained 
through graduation from a college of 
recognized standing with specialization in 
library science ; 
Or, any combination of experience and train- 
ing that shall have resulted in a thorough 
knowledge of technical library procedures 
and skill in the application thereof; the 
aldity to make research studies and com- 
pile comprehensive reports from books and 
other publications ; and related capacities 
and abilities." 
For  a Plnwni~jg Board librarian (and I 
know this is heresy) I should be inclined 
to place less emphasis on a knowledge of 
library science and more on a general 
college background, with courses in Plan- 
ning (such as are being offered now in 
many colleges and universities), in Eng- 
lish, and, if possible, Journalism. I men- 
tion this latter because the ability to aid 
in the preparation of technical reports is 
certainly one accon~plishment which would 
recommend a librarian to a planning ex- 
ecutive. Editing, proof-reading, re-writ- 
ing and reorganizing material to be pub- 
lished is a time-consuming, wearisome 
job, which I think any executive would 
be profoundly glad to turn over to a 
competent person on his staff. Moreover 
this is a job which sl~ould be right "up 
the alley" of a person who is sufficiently 
interested in books to become a librarian. 
I do not mean to minimize the value of 
familiaritv with the more fundamental 
library tecliniques, such as filing, cata- 
loging, etc. But a planning board libra- 
rian is not fundamentally a filer or cata- 
loger. but a research worker. 
As for traits of character and person- 
ality, which a planning librarian should 
possess, the New Hampshire Plan fails 
to define them. Certainly they should in- 
clude traits desirable for a librarian serv- 
ing in any unit-the ability to get along 
well with others, tactfulness, initiative 
and the ability to work with care and ac- 
curacy. 
A FUNCTIONAL APPROACH TO THE 
PREPARATION OF A LIBRARY 
STAFF MANUAL1 
By DAVID KESSLER 
Librarian, U. S. Railroad Retirement Board, Chicago, Illinois 
T HE so-called Staf Ma~zuaual of the to prepare such a volume. It  was rather Unitetl States Railroad Retire- a patchwork or series of publications merit Board Library did not come evolved oler  a period of a year and a 
allout as a result of a conscious effort half as a result of an administrative situa- 
on part of  the ~ i , ~ ~ ~ ~ i ~ ~  or the staff tion which existed at the time of my 
taking office. 
x , e r  presented before the I l l ~ n m s  Chapter of At "lat time the staff as it 
S n e c d  L ~ l ~ r a r ~ e s  As oclat~on at a m e e t ~ n g  hc!d 
March 30, 1943 does now, of some eight people, besides 
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the Librarian, namely: a Legal and Leg- 
islative Reference Librarian, who also 
serves in the capacity of Assistant Li- 
brarian; a Reference Librarian; a Cata- 
loger ; an Assistant Cataloger ; a Circula- 
tion Desk Assistant; a Secretary and 
Order-Desk Assistant ; a Minor Library 
Assistant or Messenger; and a part-time 
Typist. The following situation then 
existed in respect to staff administration: 
an organization chart of the staff had 
been drawn up ;  there were position de- 
scriptions which either omitted activities 
or indicated overlapping of activities car- 
ried on by the members of the staff; there 
was no clear-cut procedure, either in 
written or verbal form, as to how to per- 
form any of the activities. As a result, 
a given activity was rarely performed the 
same way twice by the person doing it 
and with a resultant lack of uniformity 
in time and production of effort. There 
was a definite and immediate need for a 
procedure of activities to  be outlined. 
However, I felt that three things had to 
be done first in order to provide a neces- 
sary foundation for any procedure of 
activities. These were an understanding 
of the background, organization and pur- 
pose of our agency, a clarification as to 
just what purpose the Library served 
in relationship to it and the activities per- 
formed by the members of the Library 
staff in achieving this purpose. 
The first objective was taken care of by 
the fact that at  that time our agency had 
instituted a policy of giving orientation 
courses to all members of its staff, both 
old and new. These classes, sponsored 
by the Training Section of our Division 
of Personnel, imparted an understanding 
of the legislative history and background, 
organizational structure and purposes of 
the agency as a whole. To  arrive at the 
purpose or objectives of the Library in 
relationship to our agency was a natural 
concomitant to these general orientation 
courses. I t  was a relatively simple mat- 
ter to achieve this purpose at  a staff 
meeting where five general objectives of 
the Library were discussed. These ob- 
jectives were typed on an 8x10s-inch 
sheet of bond paper and inserted, next to 
the Library's chart of organization, in a 
loose-leaf volume. W e  pasted a label on 
this volume and entitled it Gcncral Li- 
brary Memoranduuts. W e  still call it that. 
ANALYSES OF ACTIVITIES 
The listing of the exact activities car- 
ried on by the Library in achieving these 
general objectives was the next natural 
step. The usual method of indicating 
activities or functions to be performed 
is to have the Librarian and the staff 
members write the description of their 
positions. The inherent difficulty of this 
method, to my mind, is that duplications 
and on~issions of functions result. I t  also 
places false emphasis on the positions in 
the Library rather than on the activities, 
around which, in the final analysis, the 
job or position evolves. The major ob- 
jection I had to this method of approach 
was that it did not afford a coordinated, 
functional picture of all the activities 
performed by the Library. By consulta- 
tion with the staff as a whole and then 
with members of the staff involved in a 
given activity, we literally analyzed every 
activity or function carried on by the 
Library. This activity analysis was oh- 
tained by following through and writing 
down in three columns each step in the 
process of any activity. The first column 
was headed "Activities of the Library", 
the second, "Positions of Person Per- 
forming Activities" and third, "Responsi- 
bilities of Person Performing Activities." 
Under Column 1, "Activities of the Li- 
brary," were listed in functional, step-by- 
step procedure, all the Library activities. 
In  Column 2, "Positions of Person Per- 
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forming Activities," appeared the names 
of every position involved in that par- 
ticular activity-not the name of the de- 
partment or section of the Library-but 
the name of the specific position in that 
department or section which performed 
that activity. In  Column 3, "Responsi- 
bilities of Person Performing Activities," 
was a description of the exact relation 
of each position to the activity involved. 
The verbs used in this description gave 
an indication of the authority attached 
to each position. When all of the activi- 
ties had been thus analyzed we had a 
Libvary Activities Manual. This was in- 
serted in typewritten form, in our loose- 
leaf volume next to the section "General 
Objectives of the Library." 
In  writing an activity analysis the ten- 
dency is to make the n~istake of including 
a statement of method. Method is a dif- 
ferent consideration and belongs to a pro- 
cedure manual. I have spent quite a bit 
of time discussing the preparation of an 
Activities Mamud because to me it is just 
as important as a Procedure Manual and 
is essential before a Procedure M a m d  
can be prepared. Let us look at the com- 
pleted ilctivities Mama1 and see exactly 
what it shows the Librarian, as admin- 
istrator, and the individual members of 
the staff. The Activities Afamicrl gives us, 
at  a glance, a functional, step-by-step, ap- 
proach to the processes of all of the ac- 
tivities carried on by the Library. I t  con- 
tributes to a completed pattern, a leit- 
motif: the staff has already acquired a 
knowledge of the organization and work- 
ings of our agency through the orienta- 
tion courses and of the general objectives 
of the Library in relationship to the 
agency it serves. I t  shows each member 
of the staff exactly how his activities co- 
ordinate with those of the other memhcrs 
of the staff and provides a natural 
stepping-stone to the last phase of our 
picture, as to how shall these activities 
best be done-the Procedure Ma+zuul. 
The Activities Manual serves a most use- 
ful function whenever a revision in pro- 
cedure is to be made. Let us suppose 
that a change of procedure was necessary 
in the method of entering material in our 
Pamphlet Collection. By looking at the 
activity analysis sheet, I can see at a 
glance that the positions involved in that 
activity are the Reference Librarian and 
the Minor Library Assistant. I then con- 
sult with or inforin them accordingly. 
Without such a guide, a supervisor often 
forgets to notify someone on the staff 
of a change in procedure. From this 
Manual of Activities can be compiled 
very easily a position description of every 
job in the Library. I had my secretary 
go through the manual and copy out each 
activity which applied to a given position. 
These were then inserted in the loose- 
leaf volume after the Activities Manual. 
PROCEDURE OI? ACTIVITIES 
After the Activities Manltal was com- 
pleted, we turned our attention to the 
problem of how to perform each of the 
activities listed, doing what we consid- 
ered the more important activities first. 
After an activity was selected for a pro- 
cedure treatment, the Librarian consulted 
with the people occupying the positions 
involved in that particular activity. A 
step-by-step procedure of performing that 
particular function was evolved, each step 
being noted as we went along. After the 
complete procedure was outlined, it was 
typewritten on 8x10s-inch sheets of 
bond paper, with carbon copies being 
made for all of the positions. The date, 
when the procedure was set up, was in- 
dicated on the upper right-hand corner 
of the first sheet. The original typewrit- 
ten copy was then placed in the loose-leaf 
volume, behind the Organization Chart, 
Activities Manual, General Objectives of 
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the Library and Position Description 
Sheets, properly labeled by the name of 
the activity. The carbon typewritten 
copies were given to those staff members 
responsible for that particular activity, as 
a convenience, for his or her use. All of 
the forms involved in the given activity, 
duly filled out, were pasted on 8~10%- 
inch sheets of bond paper and inserted 
opposite the page outlining the procedure 
concerning it. Copies of these forms were 
also inserted in the copies kept by these 
people. Whenever there was any possi- 
bility of misinterpretation of any phase 
of the written procedure, the Librarian 
would go over the procedure in actual 
practice with them. Suggestions were also 
solicited for improvement of the proce- 
dure. There is no justification in the state- 
ment that a procedure of activity stultifies 
the individual initiative of the person per- 
forming that given activity. If each mem- 
ber of the staff is made fully cognizant 
of the purpose of this organization as  a 
whole and the place that he, as a mem- 
ber of the Library, occupies in relationship 
to the parent organization, the fulfilling 
of that purpose or objective becomes a 
vital and living part of his job. One very 
strong word of warning should be given 
concerning the matter of suggestions : a 
staff member should never be made to 
feel that a rejection of his or her sug- 
gestion is personal in any way, but is to 
be construed from the point of view of 
what is best for the Library. One of the 
stringent regulations we have set up con- 
cerning procedures is that no deviation, 
no matter how minute, is to he mnde 
without consultation with and approval 
of the Librarian. The reason for this is 
ohvious: there is no sense in setting up 
a procedure if it is not going to be fol- 
lowed. After consultation, if the new 
procedure is approved, it is typed, in the 
desired number of copies, entitled "Ad- 
denda to such and such activity" or "Re- 
vision of such and such activity," the 
date of adoption of the new procedure 
being put on the upper right-hand corner 
of the first sheet. The Librarian looks 
over the copy, writes on the sheet: "Ap- 
proved," the date of approval and his 
signature. I t  is then filed by date after 
the original procedure for the activity 
in our loose-leaf volume. If the proce- 
dure involves a revision, a statement is 
included in the original procedure, along- 
side of the phase of activity affected, to 
the effect "Revised by procedure adopted 
on such and such a date." My cataloger 
also often includes addenda and revisions 
in the W c c k l y  Report of Actiz~ities it1 the 
Catalog Sectio?z which she submits to me. 
W e  have not as yet completed a proce- 
dure for all the activities. As  of this 
date, a procedure has been drawn up for 
the following activities : Cataloging and 
classifying of books and pamphlets; Ac- 
quisition of Library material ; Preparing 
periodicals for circulation; Circulation of 
periodicals; Circulation of books and 
pamphlets; and Preparation of the Li- 
brary's IVeekly Accession List. Also as 
of this date, our Library Staff Mmzual 
may be said to consist of a loose-leaf 
volume with the following content: a 
chart of organization, a statement of the 
general objectives of the Library, an ac- 
tilities nlanual or analyses sheet, a posi- 
tion description, an inconlplete manual of 
activities procedure; supplemented by 
typewritten minutes of staff meetings, in- 
volving such phases of administration as 
general regulations pertaining to the 
staff, use of the Library, et cetera. 
LLOYD LIBRARY AND MUSEUM 
A HISTORY OF ITS RESOURCES 
By MRS. CORINNE MILLER SIMONS 
Assistant Librarian, Lloyd Library and Museum, Cincinnati, Ohio 
T HE year 1944 is one of especial interest to Lloyd Library and Museum. I t  not only marks the 
eightieth anniversary of the founding of 
Lloyd Library, but the ninety-fifth anni- 
versary of the birth of John Uri Lloyd 
and the eighty-fifth anniversary of the 
birthday of his brother, Curtis Gates 
Lloyd. In  honor of the founders of the 
Library, various preliminary exhibits 
were displayed. Local exhibit space was 
also granted by other institutions. The 
Cincinnati College of Pharmacy held 
Open-House and one entire room was 
given to the portraits and the writings 
of the founders and the publications of 
Lloyd Library. The Public Library of 
Cincinnnati also offered one of their 
street windows for exhibit purposes. I t  
is needless to say that Lloyd Library and 
Museum was extremely grateful for the 
many opportunities to present its history 
and its resources to the public. Other 
exhibits are planned for 1944. 
FOUNDERS OF LLOYD LIBRARY 
Many years ago Curtis Gates Lloyd 
wrote on the flyleaf of Wood's Classbook 
of Botany the inscription, "This volume 
is worthy of a prominent place in the 
Lloyd Library. I t  is the original volume 
that was sent to me when I was a boy 
at Crittenden, Kentucky, by my brother, 
John Uri Lloyd, and was the means of 
interesting me in the study of Botany." 
From this modest beginning evolves a 
fascinating history that is typically 
American of the founding and growth 
of a great scientific library, known 
throughout the world. It is in reality 
the story of three brothers, the vision, 
sagacity and generosity of John Uri 
Lloyd, Nelson Ashley Lloyd and Curtis 
Gates Lloyd. 
When John Uri Lloyd was a young 
boy he roamed the woods and fields of 
Kentucky, thus becoming imbued with the 
love of nature. When he was fourteen his 
parents apprenticed him to Mr. W.  J. Gor- 
don, a pharmacist. H e  soon became ex- 
pert in his work and learned to fill pre- 
scriptions. At  that period in Cincinnati the 
German population was dominant and 
John Ur i  found it necessary also to learn 
the German prescription business. H e  
thereby apprenticed himself to a German 
pharmacist. H e  learned the United States 
Dispensatory by memory and received a 
Certificate of Proficiency. During this 
period he attended the lectures on Chem- 
istry in the Ohio Medical College. H e  
also matriculated at  the Cincinnati Col- 
lege of Pharmacy and attended classes at  
the Miami Medical College, as well. 
The years followed in which he was 
engaged in several pursuits but in 1868 he 
returned to the Gordon Pharmacy where 
his brother, Ashley, joined him. At  this 
time, Dr. John King led John Uri into the 
systematic study of Eclectic Materia Me- 
dica and American Medicinal Plants. H e  
developed various pharmaceutical prepa- 
rations useful to Dr. King, who proposed 
that he take up the study for the Eclectic 
Physicians. After careful consideration, 
John Uri united his efforts with the Eclec- 
tics and became the chief chemist of the 
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H. M. Merrell Company located at Court 
and Plum Streets, later the site of the 
famous Lloyd Brothers Pharmacists. Inc. 
Eventually Curtis Gates Lloyd joined 
his two brothers and during his spare time 
he devoted himself assiduously to the col- 
lection of flowering plants. H e  made a 
herbarium of the specimens he found in 
the woods in back of Newport, Kentucky. 
Curtis used his small salary to exchange 
specimens with botanists all over the coun- 
try. The collection grew to 32,000 sheets 
and he soon acquired a reputation for 
identification of unusual species. H e  also 
became a registered pharmacist having 
passed the examination of the Cincinnati 
Board of Pharmacy. One day he received 
a specimen which he identified as Pen- 
thorum sedoides. Dr. Scudder published 
the description of it in the Eclectic Medi- 
cal Jozwnal in 1879. This was Curtis's first 
appearance in print. His second was a 
tentative classification of the genus Ber- 
beridaceae published jointly by him and 
his brother. 
The brothers found it necessary for 
their work, to accumulate certain com- 
plete sets of books on the subject of plant 
chemistry and pharmacy, materia medica 
and allied sciences. Various sets were 
advertised for in the Eclectic Medical 
Jourr~al; a bookcase was purchased by 
John Uri Lloyd and Parrish's Pharmacy, 
Fownes' Clzcl~~istry and Attfield's Chem- 
istry, placed upon its shelves. These were 
the first books in the library and the be- 
ginning of the library's collection of over 
105,000 books and 65,000 pamphlets. This 
bookcase is now in the Library with some 
of the first items acquired and contains 
considerable Lloydiana. 
EARLY GROWTH OF LIBRARY AND MUSEUM 
Nelson Ashley and John bought out the 
firm of Merrell Company and through 
various business mergers the firm became 
in 1877, Merrell, Thorpe and Lloyd Phar- 
macy and in 1885, Lloyd Eros. Pharma- 
cists, Manufacturing chemists of "Specific 
Medicines." In 1886 Curtis Gates Lloyd 
was invited to join his brothers. Each 
was given a one-third interest in the busi- 
ness. Nelson Ashley occupied himself 
with the business part of the organization 
while the other two brothers devoted 
themselves to scientific research in phar- 
macy and botany. Other than study for 
the Lloyd brothers, there was no definite 
plan or object in the purchase of the 
first volumes, nor was there any anticipa- 
tion of a future library of importance. 
However, the collection grew and the 
residence at 224 West Court Street be- 
came known as the Lloyd Library. The 
second floor was used for the pharmacy 
collection and the third floor for the 
botanical collection. The library began 
to  exert a beneficient influence and phar- 
macists and professional men in other 
fields came to appreciate its scope. Sets 
of periodicals were advertised for and do- 
nated by associations and physicians. The 
first periodical completed was the Ameri- 
can Journal of Pharmacy, followed by 
the Druggists Circular, the Eclectic Medi- 
cal Jozwnal and Justs' Jahresberickte. 
The two Lloyds pooled their books and 
with gifts added frequently by such pro- 
fessional men as Dr. John King who gave 
his entire library to the Lloyds in 1893, 
the collection assumed importance. Pro- 
fessor John M. Scudder gave from his 
collection all that the library needed and 
which he had not already donated to the 
Library of Congress. Dr. S. B. Munn of 
Waterbury, Connecticut, Dr. Henry 
Wohlgemuth of Springfield, Illinois, Dr. 
V. A. Baker of Adrian, Michigan, Pro- 
fessor H. T. Webster of Oakland, Cali- 
fornia, Professor Harvey Wickes Felter, 
the Eclectic Historian, Dr. Roedoker, Dr. 
H. L. Smith, Doctors Maisch, Reming- 
ton, Bedford and many others gave large 
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collections of books and journals. Every 
printed book or pamphlet to be had on 
the subjects of plant medicines was ac- 
quired. Curtis Gates Lloyd searched the 
book dealers establishments of the world 
in order to complete certain sets of scien- 
tific transactions, etc., and in fact pur- 
chased every printed book available in 
any language on the subject of botany 
and its allied sciences. Through a visit 
to Professor A. P. Morgan of Preston, 
Ohio, Curtis Gates early became inter- 
ested in mycology, and turned all his 
energies in that direction. He spent a 
great portion of his time in the Museums 
of Kew, Paris, London, Berlin and Scan- 
dinavia. H e  checked innumerable lists of 
booksellers from all over the world, and 
soon the library carried the most complete 
collection of American Botanical History, 
Mycology and American Materia Medica 
in existence. Steps were taken whereby 
the collection became dedicated to the 
scientific world. The original building 
was remodeled in 1903. In  five years it 
became necessary for another building to 
house part of the collection and a new 
library was erected. In 1908 the old build- 
ing was left to contain the mycology col- 
lection and herbarium of Curtis Gates 
Lloyd along with his books on mycology. 
It  was estimated that the mycology collec- 
tion of specimens outnumbered by ten 
times the combined collections of the 
world on fungi. The original building 
now became the Lloyd Museum. 
The new Lloyd Library building then 
housed the rest of the collection. An an- 
nex was erected in 1912. The name of 
Lloyd Library just grew. I t  was so desig- 
nated by the Lloyds as well as by Edward 
S. \.\'ape, the most renowned chemist 
of the Middle West, as well as by Dr. 
Charles Rice and Dr. Edward Kremers, 
who also recognized its importance. I t  
soon became necessary to restrict the Li- 
brary to books in its chosen fields. In  this 
connection it may be stated that the greai 
Library of the former Surgeon-General 
of England, James Pattison Walker, who 
donated his entire collection in 1893, was 
necessarily declined because of condi- 
tions in his will, which prevented the re- 
arrangement and classification of his col- 
lection as well as the exclusion of the 
books not in the scope of the Library. 
IIowever, his manuscript collection of 
about 400 volumes was accepted. This 
was the most valuable part of his collec- 
tion and its usefulness is enhanced by its 
being thoroughly indexed. The value of 
his gift lies in the recognition of the 
empirical method of eclectic diagnoses 
and the usefulness of the Lloyd Library 
as a scientific center. A fund of $30,000 
went with the complete gift, the income 
of which was to be distributed as "prizes" 
for published papers on eclecticism. The 
Walker library was composed of hetero- 
geneous works, not all of which could be 
u5ed here. General Walker foresaw 
America as the one depository for the 
learned world and so stated his views in 
his will. 
LIBRARY COLLECTIONS 
The Library contains complete sets of 
the Gardener's Chronicle, Plawta, Zeit- 
schrift fur Botanik, Hill's Vegetable Sys-  
tem, Duhamel's Traite des Arbes et Ar-  
bustcs, Lawson's Pinctum and the Atlas 
of Sargent's Report on the Trees of the 
United States, the Juettner collection used 
in Dr. Juettner's writing of the history 
of Dakc l  Drake and Hi s  Followers. 
Among the volumes of special interest 
are the collection of Pharmacopoeias and 
Commentaries on them, from the vest- 
pocket edition of St. Bartlzolomcw's Hos- 
pital in 1861, and the tiny vellum bound 
aud brass clasped P~zarmaco~oeia  of Lo~z -  
don of 1680 to the huge volumes of to- 
day. Johannes Zwelfer's Coil~mctztary of 
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1693, a Latin translation of a Persian 
Pharmacopoeia of 1681, a German one 
printed at Augsburg in 1581, a Dutch one 
of 1636 and the current ones of the 
modern countries line the shelves. In the 
Botanical field there are such rare items, 
as Charas' Histoire Naturelle des A d -  
maux,  des Plantes, et des Milzeraux, 
1687, Paris, several editions of Do- 
donaeus, 1618, 1644, etc. and of Mat- 
thiolus 1598, 1630, and 1655; and a spe- 
cial treatise on Rlzubard 1679 by Till- 
ingius, and an Aldine edition of Dio- 
scorides 1518. The oldest volumes in the 
Library is one of 1493 Meseu's Vulgare, 
the first book of importance ever written 
on Pharn~acy. Two copies of Aristotle 
are of extreme interest. A Greek edition 
printed in 1584 and another of 1607 by 
Pacius arranged in two columns in Greek 
and Latin. A bibliographical rarity is 
the Nistoria Plrnfarlinz by Pinaeus of 
1561. I t  appears to have been the first 
attempt at  colored botanical plates. Span- 
ish, Italian, Portuguese, Swedish, Bo- 
hemian, Russian and Asiatic authors are 
represented on the shelves. There is a 
complete collection of the works of Lin- 
naeus, the father of the Binominal Sys- 
tem of Botanical nomenclature. An ex- 
tremely unique book is Dr. Josselyn's 
N e w  E~zgla-rzd Rarities. The works of 
John Clayton termed Claytonius and the 
works of John Frederick Gronovius con- 
tribute to the Flora of Virginin. The  In- 
dian Doctor's Dispensatory, by Peter 
Smith is extremely rare; we have the 
original. Two venerable works are those 
of RIattioli, an Italian who wrote in 
1586, and Levinus Lernnius, who wrote 
in 1628 De Miracztlis Qzuzitzs Naturae. 
Tournefort, the father of modern sys- 
tematic Botany contributes Histoire des 
Plantcs, Paris, 1698. One of the most 
noted books in the collection is by a Ger- 
man scholar, Dr. David Schoepf, on 
Materia Medica. A copy was borrowed 
from Erlangen, Germany, and written in 
longhand, since that was the only known 
copy. Years later Dr. Charles Rice found 
an original in an old book store in Italy 
and sent the volume to Dr. John Uri 
Lloyd. The works of Jonathan Carver, 
of the Provincial troops of America 1796 
and of Manassah Cutler 1785 as well 
as Barton's CoZZcction Toward a Matcria 
Medica, 1798, are also on the shelves. W e  
have the original Herbarium of John Rid- 
dell, the first botanist in this region. This 
Herbarium was given to Daniel Gano 
who early settled in the Northwest Terri- 
tory. Likewise we have the first colored 
botanical plates ever brought to Ohio. 
These were brought from Germany by 
Gano's gardener in 1820. 
A collection on Entomology was added 
by Dr. John Thomas Lloyd, professor of 
that subject at  Cornell University for 
many years. H e  is the only son of John 
Uri Lloyd. I t  is interesting to note here 
that Wytsman's Genera Insectorunc is 
being completed as issued. A collection 
of hand colored mycology slides made in 
England for Curtis Gates Lloyd is price- 
less. Space does not permit me to dis- 
cuss any more of our rarities, incunabula 
and post incunabula. I have mentioned 
but a few to give a brief glimpse into 
the treasures of the library. Numerous 
seventeenth and eighteenth century and 
out-of-print items, most of them associa- 
tional copies, are present. A letter of 
Thomas Jefferson was found in a first 
edition of Michaux, the French Botanist's 
works. Letters of John Burroughs, Daniel 
Gano, Rafinesque and other famous per- 
sonalities appear bound in the volunles 
presented to the Library. "A library un- 
folds the history of the human race." A 
book is more than a composition of paper 
and print, when one can trace the history 
of its ownership and discover the names 
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of great men who gained inspiration from 
its pages, and whose names later are 
prized in volumes of later publications. 
The most recent large gift presented 
to the Library and one of exceeding im- 
portance was the entire collection of the 
former Eclectic Medical College of Cin- 
cinnati. This collection comprises over 
5,000 volumes and adds to the library's 
already large collection on the subject, 
thus making it one of the largest collec- 
tions in the country. I t  includes some 
unique items, not only on eclecticism but 
on chemistry, pharmacy and on general 
medicine. 
A few brief words about the classifica- 
tion system used by the Library may be 
in order. The Library of Congress and 
the Dewey Decimal were found not to 
be expansive enough to include all the 
subdivisions of subjects collected. There- 
fore, Curtis Gates Lloyd with Captain 
William Holden and Miss Edith Wycoff, 
former Librarians. devised the Lloyd 
System of Classification. Two alphabets 
are used. The black letter tags permit of 
26 subdivisions with innumerable second- 
ary divisions in the field of Botany. A 
similar arrangement but of red letters 
was developed for the books on chemistry 
and pharmacy. 
PUBLICATIONS OE! LIBRARY AND MUSEUM 
Over 250 separate titles have been pub- 
lished by the Lloyd Library and Museum. 
Most of these were issued in order to 
participate in the International Exchange 
Service as well as provide reproduction 
of rare volumes unavailable heretofore. 
The first publication was issued by both 
the brothers and entitled Drugs  and 
Medicines of N o r t h  America. I t  appeared 
from 1884-1887, and reached Volume 2, 
Part  5, when Curtis Gates Lloyd left it 
for the study of mycology. There ap- 
peared 35 bulletins divided into several 
series, Reproduction, Botany, Entoinol- 
ogy, Mycology and Pharmacy, three 
volumes of Bibliographical Contributions 
by William Holden and Edith Wycoff 
and Bibliography of Botany,  by Edith 
Wycoff. In  1928 the collection of my- 
cology specimens was sent to the Smith- 
sonian Institution at  Washington, D. C. 
The Herbarium of North American 
Flora is on an inter-library loan to the 
University of Cincinnati, where the speci- 
mens are being remounted. In  1939 the 
University of Cincinnati loaned us a 
number of volumes of Protoplasma to be 
used here. 
RBORGANIZATION OF LIBRARY 
In  1907 the Lloyd Library and Mu- 
seum was incorporated by Curtis Gates 
Lloyd, who endowed it and left it almost 
his entire estate. The Library has often 
been compared to the Botanical Libraries 
of Kew Gardens and the British Museum 
in England. They alone are the only 
two in the world with which it ranks in 
value and size of collection. Curtis Gates 
Lloyd himself said in 1916 that the Lloyd 
Library had more botanical items than 
either of these two famous depositories. 
I n  1938 the library was reorganized 
and in keeping with the traditions and 
aims of the Founders began the publica- 
tion of a new periodical, Lloydia, a quar- 
terly journal of Biological Science. I t  is 
devoted especially to Botany, hIycology 
and the allied sciences of Natural His- 
tory. Dr. Theodor Karl Just, Head of 
the Botany Department of the Univer- 
sity of Notre Dame, is its editor. Dr. 
John Hobart Hoskins, Head of the 
Botany Department of the University of 
Cincinnati, is the Associate Editor. Dur- 
ing the reorganization new records were 
inculcated and formed, the old records 
rearranged, an inventory taken and an in- 
ternational exchange system revised con- 
taining almost a thousand names. Serials 
and various periodicals from all over 
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the world and in all languages are re- 
ceived in exchange for Lloydia. The Li- 
brary is open to the public daily for free 
coilsultation of its volumes, for the ad- 
vancement of scientific research and as 
an aid to those interested in science. 
The  ultimate value of science is four- 
fold, as Dr. John C. Merriam, President 
of Carnegie Institution of Washington in 
1934, so aptly stated: "First, our use of 
resources in nature; second, the range 
and value of materials and knowledge 
resulting from human effort; third, the 
extent to which our capacity to under- 
stand and to accomplish has been bet- 
tered, and fourth, the possibilities of in- 
fluence upon our desires or interests or 
attitudes of mind." Thus the influence of 
science upon possibilities for betterment 
of conditions in the world is evident. A 
scientific library therefore is a living 
menlorial for all time to all mankind. 
EVALUATING LIBRARY PROCEDURES 
AND SERVICES 
[This is the second article in the series planned by the S. L,. A. Methods Committee 
on techniques, policies or aspects of library procedure. \\.e should like to  have 5ou 
read this paper with a critical miiid and we shall appreciate your comments, espe- 
cially if you have discovered another system to he preferable to the one described in 
the article. These comments should be received by the Editor before the 15th of the 
next month for publication in the followingr issue.-Ed.] 
11-METHODS OF PRESENTING INFORMATION 
By BETTY JOY COLE 
Librarian, Calco Chemical Division, American Cyanamid Company, 
Bound Brook, New Jersey 
E VERYONE realizes the need of information, especially in the cha- otic conditions of the present when 
changes in regulations, taxes and news 
occur overnight. Everyone knows the im- 
portance of reading papers and of li5ten- 
ing to news broadcasts, which are two 
methods of presenting information. Rack 
of these stories and reports are hours of 
library work to ascertain, to check and 
recheck, the facts before presenting them 
to the public. Everyone, whether aware 
of it or not, is demanding, and receiving. 
library service. 
NOW, more than ever, special librarians 
have an excellent opportunity to show that 
the commodity with which they deal is 
information; that they are dispensers, not 
hoarders, of wares of interest to all. Be- 
cause we are special librarians, we must be 
selective and from the great amount of 
material which pours onto our desks, we 
must choose that which is important to 
the clientele we serve. W e  are the ones on 
whom lies the responsibility of sorting 
the significant from the trivial, and of 
bringing the most important items to the 
attention of the proper individual. 
T o  be able to do this with reasonable 
accuracy and speed, there are two things 
it is our concern to l<now-the general in- 
terests of our company and the specific 
interests of the individuals in it. Getting 
current inforn~ation into the hands of the 
right ntan promptly is part of our joh. 
This may be done verbally, by a written 
note or by sending the publication itself. 
The verbal message is prompt and the 
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most simple. The librarian telephones 
and informs Mr. Jones that an article in 
which he would be interested is in the 
current issue of a certain journal, giving 
him the subject and the author. If Mr. 
Jones is interested, the librarian sees to it 
that the publication reaches him iinme- 
diately. This method expedites matters 
provided Mr. Jones is in his office when 
called and has time to review the article 
during the day. Otherwise, Mr. Jones 
may not receive the message for a day or 
two, or the journal may be laid to one 
side and forgotten for several days. On 
the other hand if a note is sent, the pro- 
cedure is generally along these lines: 
When looking over the publications which 
come to her desk, the librarian has a pad 
and pencil within reach. As she comes 
across an article which may be of value 
to Mr. Jones she takes down the refer- 
ence with a notation as to whether the 
article is of a general nature or deals with 
a specific phase of the subject. There 
may be one or several such items. She 
also states in her note that the publica- 
tion referred to will be sent if and when 
desired. With this method the information 
is a bit longer in reaching Mr. Jones but 
he can choose which item he would like 
to see first. If he is busy or away at the 
time, the note serves to remind him that 
there is certain information available on 
the subject of his particular interest. 
The third method is to send the peri- 
odical directly to Mr. Jones with no pre- 
vious notification. If Mr. Jones is ac- 
customed to receiving the journal as a 
matter of routine, it may be sufficient to 
route the publication to him in the regular 
way. However, if Mr. Jones does not re- 
ceive that particular journal regularly, 
or if he is apt to send on the publication 
without examining it, an attached note 
\ i i l l  call Mr. Jones' attention to the par- 
:icnlai- itfm he should read. 
These methods apply to printed or 
mimeographed material in any form- 
journal, reprint, patent or pamphlet. 
Each method has its advantages and dis- 
advantages. Whether or not one of them 
is to be used exclusively will depend upon 
the size of the organization and the wi~hes  
of the clientele. Probably the most satis- 
factory way is to use all three, choosing 
the one best suited at  the moment. 
In  addition to the above methods for 
the dissemination of current material, 
supplemental ones have proven satisfac- 
tory. One of these is the circulation of 
publications (each librarian has her pet 
system for that) ; another is the issuance 
of a bulletin in which articles pertinent to 
the company's interest are abstracted. This 
serves a threefold purpose-it calls atten- 
tion to articles of interest outside of the 
rather narrow limits of Mr. Jones' own 
field ; it reminds him of the article he 
intended to read but had been "too busy 
to look at"; reaches those men who are 
not on journal circulation lists. 
Last, but by no means least, are the 
literature search reports. These reports 
are usually prepared at the requeit of one 
of the men doing research work and 
cover a specific subject. They form an 
important part of the company's files and 
their preparation should be given due 
thought and consideration. There should 
be a definite form set up and followetl so 
that all reports will be uniform as to 
format. In addition to the main body of 
the report, there are six items which 
should be included; namely, date of writ- 
ing the report, the name of thc pcrson pre- 
paring it, the title, the object of the re- 
port, a brief abstract and the literature 
searched. All of these add to its value as 
they enable the person loolting for infor- 
mation to judge quickly its worth to him. 
H e  will know from the date the report 
was written, if more work has been done 
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recently and whether or not it will be 
necessary to have a supplemental search 
made. H e  can judge from the name of the 
writer if the same individual can bring 
the report up to date or, if no longer in 
the employ of the company, whether it 
will be necessary to ask someone else to 
do it. The title shows at a glance whether 
or not the report is on the particular sub- 
ject needed. The object will give the pur- 
pose for which the report was written. 
The abstract will indicate the results of 
the research and the literature searched 
will supply the period of time covered by 
the report. 
Each of these methods for getting in- 
formation into the hands of the men the 
library serves, has its own place and its 
own value. None can be used alone, none 
should be discarded. The best method for 
a specific purpose must be chosen by the 
librarian. Her  function is to secure in- 
formation and send it in whatever man- 
ner will prove to be the most valuable. 
She must never forget that she is a dis- 
penser, not a keeper, of knowledge. 
REPORT TO S. L. A. MEMBERS O N  THE 
EXECUTIVE BOARD AND ADVISORY 
COUNCIL MEETINGS I N  NEW YORK 
NOVEMBER 5 AND 6,1943 
I T was gratifying that so many Board and Council members attended the nleetings on November 5 and 6. 
Much was accomplished both at the meet- 
ing of the Executive Board on Friday 
and at the Council meeting on Saturday. 
The Saturday meeting proved to be a 
stimulating one and there were many con- 
structive suggestions. 
HIGIILIGHTS O P  MEETINGS 
The Report of the Secretary and Ad- 
vertising Manager stated that since June 
1943, there had been 140 notices of posi- 
tions open for librarians received at 
Headquarters office. Of these. 72 had 
been filled to date. Since June, 214 inter- 
views had been conducted, 21 1 incoming 
telephone calls regarding employment re- 
ceived, 138 outgoing calls made and 995 
letters about employment written. 
As Advertising Manager, Mrs. Steb- 
bins reported that from January through 
Sovcmher 1943 advertising for SPECIAL 
LICRARIES amounted to $3,263 as com- 
pared with $2,419 for the same period in 
1942; and for the first time, yearly reve- 
nue from advertising in SPECIAL IRRA- 
RIES would completely finance the publica- 
tion. 
The Treasurer reported a balance of 
$23,950 in the bank as of November 1. 
1943. 
Walter Hausdorfer and his Finance 
Comn~ittee have done a splendid job on 
making a five year study of S. L. A. in- 
come and expenses and based on t h k  
study have set up an accounting schedule 
which will show on a quarterly basis our 
complete and true financial status. 
No decision was made by the Board 
regarding a 1944 convention, action on 
this being postponed until after the first 
of the year. 
The Board authorized the purchase of 
$1,300 in Government bonds to be placed 
in the reserve fund. The money used for 
purchase of these bonds came from the 
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1943 Convention profit and dues from 
Life memberships. 
As of January 1, 1944 the Duplicate 
Exclzazge Service will be discontinued. 
Since there are but 88 paid subscribers 
the list has always been published at  a 
financial loss, as well as being an edi- 
torial burden. The Chapters, however, 
are urged to continue their local duplicate 
exchange lists. 
According to our new by-laws, the 
Board appointed a Committee on Elec- 
tions to take care of the voting by mail 
for  1934-194s officers. The members of 
this Committee are published elsewhere 
in this issue. The personnel of the entire 
Committee is from New York, as it will 
be necessary for the members to work at 
the Headquarters office. 
From the results of a questionnaire to 
the members of the Commerce Group and 
of the Public Business Librarians Group, 
it was found that there was practically no 
interest in the Commerce Group and the 
Board voted its discontinuance. How- 
ever, the Public Business Librarians 
Group will be continued with Marian 
RIanley as Chairman. 
The Board also voted to enlarge its 
survey on budget practices of special 
libraries and to publish the results. 
The Patent Index to Chemical Ab- 
stmcts, 1906-1936, is being published by 
Edwards Brothers at $12.50 a volun~e. 
Advance orders in hand cover the cost of 
publication. This is a Science-Technology 
project, and the Group is to be congratu- 
lated on its completion. This Group has 
also finished its work on indexing and 
abstracting chemical patents for the 
L\lien Property Custodian. These lists 
will be published by the Alien Property 
Custodian some time in January as a 
series of about 33 pamphlets. 
Miss Ruth Leonard as Chairman of the 
Training and Professional Activities 
Committee reported that her Committee 
had planned a long range program with 
immediate emphasis on recruiting. The 
Board has approved the writing and pub- 
lication of a new pamphlet for this pur- 
pose. Plans are also under way to send 
S. L. A. representatives to colleges to 
speak to college students on the special 
library profession. Miss Leonard and 
her Committee also plan to work with 
members of personnel associations. 
Miss Janet Saunders as Chairman of 
the International Relations Committee 
outlined tentative plans for aid to libraries 
in devastated areas. In this connection 
the Board approved the suggestion from 
the Council of National Library Associa- 
tions that S. L. A. participate in a joint 
committee to conduct a nation wide cam- 
paign for collection of books for  devas- 
tated libraries. A meeting of these joint 
representatives was held in New York on 
November 18 and a committee of three 
was appointed to explore this idea. Your 
President is a member of this Committee. 
Miss Isabel Towner, with the assictance 
of S. L. A. experts in various fields, is 
re-vamping and evaluating the existing 
classification schemes on file at Head- 
quarters. She has plans for developing 
and enlarging this file thus making it a 
better service to those needing it. 
The American Library Association is 
holding a 1944 Co~zventio~l-ill-Pri~lt on 
"Lihrary Planning" and your President 
has been asked to contribute an article. 
The S. L. A. Manpower Survey is au- 
thorized to proceed and all members are 
urged to cooperate in this effort. Every- 
one will receive details after January first. 
Although this is a long report, it does 
not cover entirely all the news of the 
meetings. Mrs. Stebbins has copies of all 
reports presented and will be glad to sup- 
ply additional information. 
ELEANOR S. CAVANAUGH, F'residmt. 
THE NOMINATING COMMITTEE REPORT 
N accordance with the amended SLA 
By-Law IX, Section 2, the names of 
the candidates for the next election 
with their written acceptances were pre- 
sented to the Executive Board at its fall 
meeting, November 5, 1943. The names 
of these candidates are as follows : 
President 
WALTER HAUSDORFER, Librarian 
School of Business 
Columbia University, New York, N. Y. 
First Vice-president 
(President-Elect) 
HERMAN H. HENKLE, Director 
Processing Department 
The Library of Congress 
Washington, D. C. 
Second Vice-president 
JEAN NORCROSS, Librarian 
Dun and Bradstreet 
290 Broadway, New York, N. Y. 
MRS. MABELLE M. RUNNER 
Carnegie Institute of Technology Library 
Schenley Park, Pittsbugh, Pa. 
Treasurer 
MARIE: LUGSCHEIDER, Librarian 
Ranger Aircraft Engines 
Engineering Department 
Farmingdale, Long Island, N. Y. 
MARY PIERSON MCLEAN, Librarian 
The American Bankers Association 
22 East Fortieth Street, New York, N. Y. 
Director for Three Years 
DR. MARY DUNCAN CARTER, Director 
School of Library Service 
University of Southern California 
University Park, Los Angeles, Cal. 
LEAH E. SMITH, Librarian 
The Technical Library 
Bell Telephone Laboratories, Inc. 
463 West Street, New York, N. Y. 
The Directors whose terms have not 
expired are Betty Joy Cole, Librarian, 
Calco Chemical Division, American Cyan- 
amid Company, Bound Brook, New Jer- 
sey, who retires in 1945, and Ford M. 
Pettit, Librarian, The Detroit News, De- 
troit, Michigan, who retires in 1946. 
As the last retiring President, Eleanor 
S. Cavanaugh continues to be a member 
of the Executive Board. 
Section 3 of By-Law I X  states that 
further nominations may be made upon 
written petition of 10 voting members in 
good standing. Such petitions, accom- 
panied by written acceptances of the 
nominees, must be filed with the Secretary 
of Special Libraries Association at SLA 
Headquarters not later than March 1st. 
E a f n l ~  G. QUIGLEY 
JOLAN M. FERTIG 
MARY GIBLIN 
EMILY C. COATES 
FRANCIS E. FITZGERALD, Clzairuna?z. 
EVENTS and PUBLICATIONS 
FOOD RESOURCES OF AFRICA (1934. 105p. 
$1.50), by T. S. Githens and C. E. Wood, Jr., 
is the third book in the African Handbooks 
Series issued by the Committee on African 
Studies of the University of Pennsylvania, 
established at the University Museum. Forth- 
coming volumes of this series are No. 4, Lan- 
guages and Press of Africa; No. 5, Colonial 
Policies in Africa; No. 6, African Labor Prob- 
lems; No. 7, Government of British West 
Africa; No. 8, Government of French Equa- 
torial Africa. 
* * *  
MARINE NEWS DIRECTORY is published annu 
ally by Marine News, 26 Water Street, New 
York, New York. Naval architects and en- 
gineers and the personnel of government agen- 
cies, shiplmilding yards and steamship lines are 
listed in the 1943 edition (896p.). There is also 
an extensive index to steamship and waterway 
lines in the United States and Canada and a 
classified index to advertisers' products. Price? 
* * *  
If you have not read "Passing the Book", 
which appeared in the September issue of 
Mademoiselle, beg, borrow or steal a copy and 
do so at once. It is the finest article on li- 
brarianship to be written in some time. No 
phase of library work has been overlooked and 
many of our outstanding libraries are mentioned. 
* * * 
The new 1944 PLASTICS CATALOG ($5) is to 
be published at the end of December 1943. Be- 
cause of the limited number of copies, orders 
should be sent immediately to Plastics Catalog, 
122 East 42nd St., New York 17, N. Y. 
* * *  
The Academic Press, Inc., New York 10, 
N. Y., is publishing a LABORATORY MANUAL OF 
SPOT TESTS (276p. $3.90), by Dr. Fritz Feigl, 
translated from the German manuscript by 
R. E. Oesper; also SEMIMICRO QUANTITATIVE 
ORGANIC ANALYSIS (134p. $2.50), by E. P. 
Clark. 
* * *  
J. K. Lasser's new 1944 edition of YOUR IN- 
COME TAX (New York, N. Y., Simon and 
Schuster, 1943. 152p. $1) is now ready for 
consultation in preparing 1943 tax returns. 
The Marchbanks Press, 114 East 13th St., 
New York, N. Y., will publish on a subscrip- 
tion basis sometime before Christmas a book 
by Hellmut Lehmann-Haupt about Gustave 
Dore, the great 19th century French illustrator. 
THE TERRIBLE GUSTAVE D O R ~  is to be a bio- 
graphical sketch and is the first book to be 
written about him for over 50 years in England 
or the United States ($2.50). 
* * * 
The French classic of altitude physiology, 
BAROMETRIC PRESSURE (Columbus, Ohio, Col- 
lege Book Co., 1943. 1055p. $12), by Paul Bert, 
has been translated into English by Professor 
and Mrs. F. A. Hitchcock. The author's find- 
ings and experiments, made years before an air 
war was ever dreamed of, have become the 
cornerstone of modern aviation physiology. 
* * *  
W. S. Woytinsky has prepared for the Com- 
mittee on Social Security of the Social Science 
Research Council a report entitled, EARNINGS 
AND SOCIAL SECURITY IN THE UNITED STATES 
(Washington, D. C., Social Science Research 
Council, 1943. 260p. $2.50). This study is 
the concluding volume of a series on social 
security problems and is designed primarily as 
an examination of the interrelations of social 
security and national income trends. 
* * *  
ABBREVS. (A DICTIONARY OP ABBREVIATIONS), 
compiled by H. J. Stephenson, is a recent Mac- 
millan publication (1943, 126p. $1.75). Fol- 
lowing the general list, there are special lists 
of abbreviations. 
Expert Service on Magazine 
Subscriptions for Special Libraries 
I Write for a free copy of Faxon's Librarians' Guide. I I Also odd numbers of magazines, volumes, or complete sets. I 
F. W. FAXON COMPANY 
83-91 Francis Street 
Back Bay. Boston. Massachusetts 
492 SPECIAL LIBRARIES [December 
THE 0. P. MARKET 
A Subject Directory to the 





This is a directory in out-of-print books 
on special subjects and in special fields. 
I t  includes both specializing booksellers 
and those who have indicated permanent 
wants on specific subjects. The former 
usually stock books on their subjects; the 
latter may, or may not; but because the 
traffic of books through their hands is pre- 
sumed to give them special knowledge of 
the subject and its market, they have also 
been included. The directory is, therefore, 
a guide to boolctrade activity as well as to 
resources; it shows who is interested in 
buying books on specified subjects as well 
as where stocks of books on the subjects 
may be found. 
R. R. BOWKER GO. 
62 W. 4 5 ~ ~  STREET 
NEW YORK 19. N. Y. 
When they ask for 
MARINE BOOKS 
. . .have CORNELL Books on hand! 
The only company in America to pub- 
lish maritime books exclusively, The 
Cornell Maritime Press offers an our- 
standing list of informative books on 
ship construction and operation, writ- 
ten by men who are foremost in their 
respective fields. Such books are in 
urgent demand today . . . make sure 
YOUR library has them! 
S U B J E C T S  COVERED: 
Seamanship Navigation & Piloting 
Meteorology Naval Reserve 
Stowage Ship's Businesr 
Signaling Naval Architecture 
Engineering Ship  Construction 
Refrigeration Repair & Alteration 
Electricity Blueprint Reading 
Steward's Department Piping 
Knots & Rope W o r k  Plant Protection 
Send for FREE Catdoguc Listing All Titlcr 
CORNELL 
M A R I T I M E  PRESS 
241 West 23rd Street 
New York, N. Y. 
A study by Harry  E. Stocker entitled, 
TRANSPORTATION AND THE PUBLIC WELFARE IN 
WAR AND IN PEACE (National Press Building, 
Washington, D. C., National Highway Users 
Conference, 1943. 51p.) is an effort to plan 
for postwar transportation by analyzing the eco- 
nomics of continuing transport problems. 
U. S. Department of Commerce, Industrial 
Series No. 5, ADVERTISING AND ITS ROLE IN 
WAR AND PEACE (Washington, D. C., Govern- 
ment Printing Office, 1943. 92p.), by Corrie 
Cloyes, is a compilation of attitudes toward 
advertising as expressed by various officials in 
speeches, letters and articles. 
METALS AND ALLOYS DATA BOOK (New 
York, N. Y., Reinhold, 1943. 350p. $4.75), 
by Samuel L. Hoyt, contains 340 tables of criti- 
cally evaluated data on metals and alloys. The 
book is expressly designed for the needs of 
materials engineers, metallurgists and others en- 
gaged in establishing designs for automotive 
equipment and general construction work, in 
determining safe service conditions and in pre- 
dicting performance. 
Volume 5 of the BOOK OF THE STATES (Chi- 
cago, Ill., The Council of State Governments, 
1943. 508p. $4) for 1943-44 provides an  im- 
portant reference book in the field of state 
government and for those struggling in the 
public document field. The 1943-44 edition has 
been divided into 18 parts; whereas its prede- 
cessor was composed of 3 parts. The new ar- 
rangement of volume 5 has greatly increased 
its value as a reference aid, making it in every 
sense a manual of the 48 states under one cover, 
and a tool which becomes more useful with the 
appearance of each new edition. 
+ * * 
Food dchydratio~~ is becoming one of the 
most critical prol~lems of the day. H. W. von 
Loesecke and Dr. R. S. Hollingshead, in the 
DRYING AND DEHYDRATION OF FOODS (New 
York, N. Y., Reinhold, 1913. 304p. $4.25), 
present all the facts necessary for succcssful 
operation of dehydration projects, both large and 
small. 
* * * 
Rand McNally AIR-AGE MAP OF THC WORLD 
(Chicago, Ill., Rand McNally, 1943. 756) 
shows important air routes and includes on its 
reverse side, information on map projections 
and comparative distances. 
Please Mention Special Libraries When Answering Advertisements 
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EXPLOSION HAZARDS OF COMBUSTIBLE AN- 
ESTHETICS, U. S. Bureau of Mines, Technical 
Paper 653 (Washington, D. C., Government 
Printing Office, 1943. 47p. 158) is a report 
representing the results of work done under a 
cooperative agreement between the Bureau of 
Mines, Department of the Interior, the St. Fran- 
cis Hospital, Pittsburgh, Pennsylvania, and a 
committee under the direction of the Depart- 
ment of Anesthesia and Industrial Hygiene, 
School of Medicine, University of Pittsburgh. 
* * *  
ESAR'S COMIC DICTIONARY (New York, IG. 
Y., Harvest House, 1943. $ 2 ) ,  compiled and 
edited by Evan Esar, is a genuine dictionary. 
profusely cross-referenced and containing all 
the shorter forms of wit and humor, comic 
definitions, puns, comic proverbs, epigrams, 
boners, wisecracks, etc. The entries give hu- 
morous definitions and illustrative sentences of 
thousands of different types of people, places 
and things. 
* * *  
The wealth of information about jobs and 
job opportunjties now available in print has 
been supplemented by Chase Going Wood- 
house's new book on department store work. 
The BIG STORE (New York, N. Y., Funk & 
Wagnalls, 1943. 195p. $1.50) is a complete 
study of the modern department store field. 
The material was gathered in interviews with 
executives and others in 105 department stores 
from coast to coast; therefore, the comprehen- 
siveness and authenticity are of a very hilh 
degree. 
* * * 
A handbook to the various relationships be- 
tween the soldier and the civilian and between 
military law and the common law entitled, the 
ARMY AND THE LAW (New York, N. Y., Co- 
lumbia University Press, 1943. 203p. $2.751, 
by Garrard Glenn, treats these problems as 
they arise both in time of peace and in time uf 
war. 
* * * 
REGISTERED TRADE NAMES APPLICABLE TO 
THE FINISHING OF COTTON TEXTILES (New 
Orleans, La., U. S. Department of Agriculture, 
Agricultural Research Administration, South- 
ern Regional Research Laboratory, 1943. 
Mimeo. 97p.), by Ruby Worner and Walter 
Scott, includes in addition to trade names, an 
index to manufacturers or agents and subject 
indexes to finished textiles and finishing corn- 
pounds. 




Complete sets, runs, odd volumes 
Please send me your List of Duplicate 
Journals 
WALTER J. JOHNSON 
125  East 23rd Street. New York 
Orchard 4-3015 
L i b r a r y  P a s t e  
Permanent Clean 
Cream the Paste ni t11 the 
brush. Spread thin. CniJ 
pockets. book plates. and 
even hindings will he 
in5epar:tbly held. 
A 2 oz. sorrlple sent o n  r ~ ' q r r c . ~ l  
of an.v Ilibrariml 
SANFORD INK CO. 
Chicago New York 
For forty years, we have been rebuild- 
ing old books into s t r o n g ,  b e a u t i f u l  
volumes. 
Our formula, skilled craftsmen, latest 
equipment and finest material. 
We  have convinced a discriminating 
clientele . . . let us convince you. 
DESS & TALAN CO., INC. 
Library Binders 
217 E. 144th St. New York 51, N. Y. 
Please Mention Special Libraries When Answering Advertisements 




Volumes I to XXX 
Permanent Series 
* 
Volumes C, D, E, F 
! Current Series 
* 
I 




Special Librarians will be interested in the 
Curre:lt Series and the Conspectus Volume, 
which can be used without the Permanent Series. 
Please write for further particulars and dis- 
count to  libraries. 
James T. White & Company 
70 Fifth Avenue, New York 11, N. Y. 
New FUNK & WAGNALLS books 
OUR ARMY TODAY 
By K E N D A L L  B A N N I N G  
The author of The  Fleet  T o d a y  descrihes the 
life and training of a soldier f rom induction to 
actual cornhat. Packed with human interest 
and facts excitingly told. Illustrated, $2.50 
MOVE UP IN YOUR JOB 
By C L A R K  C. S T O C K F O R D  
Find out what you are worth-and why. The  
key to  advancement now and in the future. I n -  
cludes a Self-Analysis Chart for measuring one's 
capabilities and success. $2.00 
THE SKY'S THE LIMIT 
By C H A R L E S  G I L B E R T  H A L L  
and R U D O L P H  A. M E R K L E  
All about jobs in commercial aviation, and  how 
to get them. Illustrated, $2.00 
THE BIG STORE 
By C H A S E  G O I N G  W O O D H O U S E  
Opportunities in department store work, for 
men and women alike, A Ritson Careers series 
book. $1.50 
- -  - - 
F U N K  WAGNALLS COMPANY 
354 F o u r t h  A v e n u e ,  N. Y .  10, N. Y .  
The system described in UNIT MEDICAL 
RECORDS (New York, N. Y., Columbia Univer- 
sity Press, 1943. 110p. $2), by Dorothy L. 
Kurtz, has come to be accepted as the ideal 
method of keeping the hospital and clinic rec- 
ords of patients. I t  makes all data about each 
patient available each time he is under treat- 
ment and it preserves all of it together for 
research. 
* * :r 
Public Affairs Pamphlet No. 84, Jons A N D  
SECUR~TY POR TOMORROW (New York, N. Y., 
Public Affairs Committee, 1943. 30p. lo$),  by 
Maxwell S. Stewart, is a summary of the findings 
and recommendations of the National Resources 
Plannin= Board on postwar jobs and social 
security. f * *  
PLACE' OF THE UNITED ST.~TES I N  THE POST- 
WAR E c o ~ o a r ~  (New York, N. Y., Economic 
Policy Commission, American Bankers Asso- 
ciation, September 1943. 31p. gratis) is a 
preliminary survey of practical ol~jectives for 
the postwar economic world and this country's 
place in it. 
* * * 
Bibliographies: 
BIBLIOGRAFIA ANTROPOLOGICA ABORIGEN DE COSTA 
RICA. Compiled by Jorge A. Lines. Univer- 
sidad de Costa Rica-Facultad de letras y 
filosofia. (San Jose, Costa Rica, 1943, 263p.) 
E c o ~ o n i ~ c s  OF SYNTHETIC RUBBER. Compiled 
by Idair Smooltler. (Washington, D. C., 
Office of Emergency Management Library, 
1943, 65p.) Annotated. 
EFFECT OF GERMAN SUBMARINE WARFARE O N  
SHIPPING DURING THE FIRST WORLD WAR. 
Compiled by Idair Smookler. (Washington, 
D. C., Office of Emergency Management Li- 
brary, 1943, 3p.) 
EFFECT OP THE WAR ON SMALL BUSINESS IN 
GREAT BRITAIN. Compiled by Anita Maltz. 
(Washington, D. C., Office of Emergency 
Management Library, 1943, 8p.) Annotated. 
GEOGRAPHY OP THE WAR. ( I n  Boof~list, part 2, 
September 1943.) 
INFLATION-THE ENEMY ON THE HOME FRONT. 
Mimeographed Bulletin No. 17. (Cleveland, 
Ohio, tVar and Information Center, Cleve- 
land Public Library, 1943, 8p. 34.) 
POSTWAR EDUCATION IN GREAT BRITIAN. Com- 
piled by Anita Maltz. (Washington, D. C., 
Office of Emergency Management Library, 
1943, 20p.) Annotated. 
-- - - 
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POSTWAR PLANNING INPORMATION. (In Amcv- 
ican Builder, October 1943, p.118.) Annotated. 
RATIONINCTH~ PEOPLE'S PROTECTION. Mimeo- 
graphed Bulletin No. 16. (Cleveland, Ohio, 
War and Information Center, Cleveland 
Public Library, 1943, 8p. 34.) 
SGLECTSD BIBLIOGRAPHY ON INTERGOVERN- 
MENTAL FISCAL RELATIONS. Compiled by 
Mabel Newcomer. Sen. Doc. No. 69. (Wash- 
ington, D. C., Committee on Intergovern- 
mental Fiscal Relations, 1943, 83p.) 
SUBSIDIES IN PRICE CONTROL. Compiled by 
Idair Smookler. (Washington, D. C., Office 
of Emergency Management Library, 1943, 
5p.) Annotated. 
(A) TRADE UNION LIBRARY 1943. Biblio- 
graphical Series No. 73. Compiled by Hazel 
C. Benjamin. (Princeton, N. J., Industrial 
Relations Section, Princeton University, 1943, 
4 2 ~ .  
WAR AND THE LIBRARY. Compiled by Beatrice 
B. Rakestraw. ( I n  Wilson Library Bulletin, 
November 1943, pp. 257-267 ; 2.72.) Annotated. 
Announcements 
University of Washington, Bureau of 
Research Library 
The San Francisco Bay Region Bulletin for 
November 1943 contains an interesting item on 
the work of the Bureau of Research Library 
at  the University of Washington. Miss Alice 
Blackburn, who is its librarian, says, "The Bu- 
reau of Business Research is a part of the 
College of Economics and Business of the Uni- 
versity of Washington. The Bureau Library 
is primarily a collection of documentary and 
pamphlet materials concerning business and 
economics in the Pacific Northwest. Special 
phases of this field are developed as the demand 
arises. At present, the emphasis is upon indus- 
trial development for the war effort and plan- 
ning for the postwar period to follow. In 
connection with this work the Bureau is carry- 
ing on an extensive survey of the development 
of the aluminum industry in the Northwest and 
the possibility of a postwar market. The Library 
has a large collection of materials on aluminum 
and an extensive bibliography of references 
concerning the raw materials, manufacture, 







June 22-24, 1943 
New York, New York 
Contains articles on business statistics, 
Basic D a t a  System used by the Na- 
tional Housing Agency, social security, 
post-war markets, w a r  problems in 
science libraries, and libraries and the 
nutrition program. 
Includes all  papers given before the 
Advertising, Biological S c i e n c e s  , 
Financial, Insurance, Newspaper, 
Science-Technology and Social Science 
Groups. Also all Chapter,  Group, 
and Committee reports and reports 
of National Officers. Issued as the 
July-August number of S P E C I A L  
L I B R A R I E S .  
168 pages 




31 EAST TENTH STREET 
NEW YORK 3, NEW YORK 
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AUDITING and THEORY 
1300 QUESTIONS 
with ANSWERS 
BY L. MARDER, LL.B., C.P.A. 
Clear - Concise 
Authoritative 
Buyers include American Institute 
of Accountants, State Boards of 
Accountancy, Civil Service Commis- 
sions, Leacling Universities, and 
Libraries; also z w d  by practiciiig 
A c c o ~ t n t a n t s  ns a Y C ~ C Y F ~ L C E  book.  
Take ten days to examine this book 
critically. Compare it with those on 
your shelf. You must find it supe- 
rior as to contents, typography, l~ind-  
ing and paper; otherwise return it. 
W H A T  REVIEWERS SAY 
. . . "The author g i ~ e s  the C P.A. candi- 
date a concise, apt, and precise review. 
H e  wastes no words in lengthy descrip- 
tions, and yet masterfully covers the re- 
quired essentials."-New York Univer- 
sity Accounting Ledger. 
. . . "The answers which are crisp and to 
the point ought to satisfy the examiner."- 
St. John University Analyst. 
. . . "One of the shortcomings of a can- 
didate is to make his answers too long. 
This book is designed to illustrate brevity 
in ansuers-features nhich are looked 
for Ily the examiner."-The Canadian 
Chartered Accountant. 
. . . "A longfelt student need. The an- 
swers are short, to the point, and cover 
the suhject thorouyhly. A valuable aid to 
all C.P..\. candidates."- College of the  
City of New York Accounting Forum. 
0 
A necessity for  a library that  takes 
pride in the completeness of i ts  shelves. 
448 paqes, Cloth Bound, Extensive Index 
Excellent Typography 
Postpaid-$3.50 
Fret Dcscriptizv Circular 
CONCISE TEXT PRESS 
136 Liberty Street New York, N. Y. 
is participating with the Washington State 
Planning Council in its postwar planning activi- 
ties, and the Library contains both published 
materials on planning and a growing bibliog- 
raphy of references to other postwar items. Be- 
sides these special interests, the Bureau answers 
requests from local business men, Chambers of 
Commerce and governmental organizations for 
business statistics and help with their particular 
economic problems. 
"Of special interest to Librarians may be 
the Bureau's publication, Northwest I n d ~ ~ s t v y ,  
which presents articles concerning Northwest 
business, economics and industrial development. 
A bibliography of references to the Northwest- 
ern states and British Columbia is included in 
each issue." 
SLA Members Take Part in Binding Session 
Among the speakers taking part in the Joint 
Session of librarians and library binders held 
in Cleveland, Ohio, on November 5, 1943, were 
the following SLA members: Alta B. Claflin, 
Librarian, Federal Reserve Bank of Cleveland ; 
Helen Hefling, President, Cleveland Chapter, 
S. I,. A , ;  John B. Nicholson, Jr., Penn College 
Library and Lesley Newton, Lakewood Public 
Library, all of Cleveland. 
SLA to Assist Yale University 
SLA has been approached by Yale University 
to assist in its Engineering, Science and Man- 
agement W a r  Training Program by cooperat- 
ing with it in the preparation of a bibliography 
of reference material to be found in the vicinity 
of the University. This bibliography will be of 
value to the Institute for the Development of 
Directors and Coordinators of Industrial Train- 
ing which Yale University is planning to con- 
duct. The project will be carried out by the 
Connecticut Chapter. 
Committee on Elections 
In  accordance with amended By-Law X, Sec- 
tion 1, the President with the approval of the 
Executive Board appointed the following men-  
hers to serve on the new SLA Committee un 
Elections : 
AJNA EBRESSN 
MRS. PAULJPU'E IITICHTER GARUER 
ROBERTA HERRIOTT 
Lucy 0 .  LEWTON 
CHARLES TOLDERG 
RUTH Snvo~n ,  Clzairnzan 
Council on Foreign Relations, Inc. 
45 E. 65th St., New York, N. 1'. 
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S L A  Science Technology Group 
Miss Eleanor Wright, Librarian, Engineer- 
ing Library, Chrysler Corporation, Detroit, 
Michigan, has accepted the Chairmanship of 
the Science Technology Group's Engineering- 
Aeronautic Section for 1943-1944. 
Katharine L. Sharp Scholarsip 
The Katharine I,. Sharp scholarship, which 
carries a stipend of $300 and exemption from 
tuition, will be awarded by the faculty of the 
University of Illinois Library School in March 
1944. The award is made for the second year 
of study in Library Science. Application 
should be filed with the Director of the School, 
Mr. R. B. Downs, Urbana, Illinois, before 
March 1, 1944. Application blanks may be se- 
cured upon request. 
For admission to graduate courses in Library 
Science at the University of Illinois, applicants 
must have had four years of academic study 
plus one year in Library Science, all with su- 
perior scholarship records. They should present 
a reading knowledge of two modern foreign 
languages, one of which must be French or 
German, and should have had desirable ex- 
perience, as well as being adequately matured 
to profit from graduate study. They should 
also have a thesis topic in mind. 
Western Reserve University School of Library 
Science 
The School of Library Science, Western Re- 
serve University, Cleveland, Ohio, offers eight 
half-tuition scholarships for the academic year 
1944-45. The scholarships will be awarded 
upon a competitive basis with consideration of 
personal qualifications and college standing. 
Applicants who wish to be considered should 
apply to the Dean of the School of Library 
Science before April 15, 1944. Awards will be 
announced May 1, 1944. 
The School of Library Science, Western Re- 
serve University, plans to offer two courses of 
interest to library school graduates during the 
second semester 1943-44. An outline course in 
Hospital Library book selection and adminis- 
tration will be given. This work is to be sup- 
plemented by field experience in the hospitals 
of the Cleveland area. An enlarged course in 
Special Libraries, under the direction of Miss 
Rose I,. Vormelker, Business Research Librarian 
of the Cleveland Public Library, is offered. 
There will also be some opportunity for re- 
fresher courses in reference materials. 
LONGMANS 
T H E  N A V Y  T E L L S  
I T S  O W N  S T O R Y  
C o n d i t i o n  Red:  
Destroyer Action in  the South Pacific 
By COMDR.  F R E D E R I C K  J. BELL ,  U.S.N. 
The  Navy  tells its own story! The  most im- 
portant and stirring actions of the War  in  the 
Pacific are reenacted here with the  original 
actors playing their own roles-an accurate 
historical document as well as a narrative of 
continuous excitement. The  first book about 
our destroyers i n  action; the  first writ ten by 
an officer of the regular Navy. Here also is the 
odyssey of the cruiser Boise in the early months 
of the war in the Indian Ocean and the  Java 
Sea. Illustrated. $3.00 
Tra i l  Maker  of  the  Seas 
Matthew Fontaine 
Maury 
By H I L D E G A R D E  H A W T H O R N E  
A biography of an adventurous Navy officer 
and inventor who mapped the ocean highways 
and used the laws governing the winds and cur- 
rents t o  aid in  charting the routes for  marine 
travel. Decorations $2.2F 
A new treatment of particular interest 
to readers in the United States. 
The Pageant of 
Canadian History 
By A N N E  M E R R I M A N  P E C K  
This account of the birth and life of Canada 
-from the French explorations t o  the growth 
of Canada as a nation through two World 
Wars-is the  story of peoples of various racial 
stocks, their activities, ambitions and cultures 
tha t  created the Dominion. Illustrltcd. $3.00 
LONGMANS, GREEN & CO. 
55 Fifth Ave., N e w  York  3 
215 Victoria St., Toronto 2 
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Rose L. Vormelker, Librarian, 
Bzrsivless Irtforvnation Bureau, 
Clevela~d Public Library. 
Complete description of holdings of 
2,000 libraries in the United States, 
Canada and Latin America. Ar- 
ranged geographically by state and 
city. Cumulative subject index with 
references to Volume I already 
issued (1941). 
Detailed information on special name 
collections and holdings in special 
subjects. 
Valuable to all special, college, uni- 
versity and public libraries as an 
aid in locating research materials. 
To  be published early in 1944. 
(Planographed) Edition limited. 
Prepublication Price $15.00 
Plus Postage 




31 EAST TENTH STREET 
NEW YORK 3, NEW YORK 
SLA Sub-Committee on Latin America 
I t  has come to the attention of the Sub- 
Committee on Cooperation with Special Libra- 
ries in Latin America that, in a number of 
cases, our members receive requests for infor- 
mation or assistance from special libraries in 
Latin America. I t  would be of assistance in the 
work of the Sub-Committee if it could be in- 
formed regarding such requests-a carbon of the 
answer would be most desirable. The Sub- 
committee would also be very glad to take the 
responsibility for answering any requests that 
members wish to pass on to it. 
RUTH SAVORD, Chairnzan, 
Council on Foreign Relations, Inc., 
45 E. 65th St., New York, N. Y. 
SLA Classification Committee 
Requests have come to the Headquarters Of- 
fice for Classifications on Chemistry, Physics 
and City Planning. The loan file needs up-to- 
date material on these subjects, and would wel- 
come any and all additions. SLA members, 
who have compiled classification schemes, are 
urgently requested to send copies to Headquar- 
ters, 31 East Tenth Street, New York 3, N. Y. 
ISABEL L. TOWNER, Chairman. 
Editor's Note 
The column "Forecasts of Forthcoming 
Books" has of necessity been omitted from this 
issue of SPECIAL LIBRARIES. Publishers' cata- 
logs and other information pertinent to the 
compilation of this list arrived too late for 
publication. However, mention of a few forth- 
coming December books will be found in the 
"Events and Publications" column. 
Statement of Ownership 
Statement of Ownership, Management, Circu- 
lation, Etc., Required by the Act of Con- 
gress of August 24, 1912 and March 3, 
1933, of SPECIAL LIBRARIES, Published ten 
times a year at Newark, New Jersey, for 
October, 1943. 
State of New York, County of New York: 
Before me, a Notary Public in and for the 
State and County aforesaid, personally appeared 
Mrs. Kathleen B. Stebbins, who having been 
duly sworn according to law, deposes and says 
that she is the Business Manager of SPECIAL 
LIRRARIES, and that the following is, to the best 
of her knowledge and belief, a true statement 
of the ownership, management, etc., of the 
aforesaid publication for the date shown in the 
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DATED 
WAR MAP 
Price 20 cents Postpaid 
A new world map in colors 
covering the progress of the 
war. Opposite each place 
which has been prominent in 
the war is marked the date of 
the event associated with it. 
The map is a dramatic com- 
pression of the war period. It 
is a reminder of the 
STULL-HATCH 
GEOGRAPHIES 
with their global and polar 
projection maps and recent 
war news and war supple- 
ments. 
JOURNEYS THROUGH OUR WORI-D 
TODAY $2.00 postpaid 
OUR WORLD TODAY $2.40 postpaid 
Also obtainable in 4 volume 
edition 
1. Journeys Through Many Lands, 
1943 $1.20 
2. Journeys Through North Amer- 
ica, 1943 $1.68 
3. Europe and Europe Overseas, 
1943 $1.72 
4. Asia, Latin America, United 
States, 1943 $1.72 
Allyn and Bacon 
Boston New York Chicago 




OUR organization has had 
the privilege of serving a 
number of America's great 
libraries, institutions and in- 
dustries in  the past years. 
We manufacture a complete 
line of microfilm equipment 
which includes cameras, 
reading machines, positive 
printers and enlargers, 
which equipment can be de- 
livered on reasonable priori- 
ties. 
Should your organization re- 
quire work done on a service 
basis, each of our offices has 
some camera time which can 
be devoted to  such work. We 
invite your further interest. 
Graphic Microfilm Services, Inc. 
Executive Office: 7 Dey Street 
New York. 7 .  N. Y. 
Regional Offices: 
New England: Waltham. Mass. 
Midwest: Chicago. Ill. 
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above caption, required by the Act of August 
24, 1912, as amended by the Act of March 3, 
1933, embodied in section 537, Postal Laws and 
Regulations, printed on the reverse side of this 
form, to wit: 
1. That the names and addresses of the pub- 
lisher, editor, managing editor, and business 
managers are : 
Publisher, Special Libraries Association, 71 
Clinton St., Newark, N. J. 
Editor, Alma C. Mitchill, 80 Park Place, 
Newark, N. J. 
Managing Editor, None. 
Business Manager, Mrs. Kathleen B. Steb- 
bins, 31 East 10th St., New York, N. Y. 
2. That the owner is Special Libraries Asso- 
ciation, a membership corporation (no stock- 
holders), of which the principal officers are: 
President, Eleanor S. Cavanaugh, Standard & 
Poor's Corp., 345 Hudson St., New York, N. Y.; 
Secretary, Mrs. Kathleen B. Stebbins, 31 East 
10th St., New York, N. Y.; Treasurer, Jean 
Norcross, Dun & Bradstreet, 290 Broadway, 
New York, N. Y. 
3. That the known bondholders, mortgagees, 
and other security holders owning or holding 1 
per cent or more of total amount of bonds, 
mortgages, or other securities are : None. 
4. That the two paragraphs next above, giv- 
ing the names of the owners, stockholders, and 
security holders, if any, contain not only the 
list of stockholders and security holders as they 
appear upon the books of the company but also, 
in cases u-here the stockholder or security holder 
appears upon the books of the company as 
trustee or in any other fiduciary relation, the 
name of the person or corporation for whom 
such trustee is acting, is given; also that the 
said two paragraphs contain statements embrac- 
ing affiant's full knowledge and belief as to the 
circumstances and conditions under which 
stockholders and security holders who do not 
appear upon the books of the company as trus- 
tees, hold stock and securities in a capacity other 
than that of a bona fide owner; and this affiant 
has no reason to believe that any other person, 
association, or corporation has any interest 
direct or indirect in the said stock, bonds, or 
other securities than as so stated by him. 
Signed : KATHLEEN B. STEBBINS, 
Business Manager. 
Sworn to and subscribed before me this Z n d  
day of September, 1943. 
My commission expires March 30, 1944. 
HERMAN E. ENZ, 
Notary Public. 
Are You Sure 
You are able to  give new pamphlets 
the consideration they deserve? 
Many more, valuable, current studies 
appear in this form each month than 
can possibly be appraised by the aver- 
age library. 
Since 1932 The Vertical File Service 
Catalog has published a monthly 
descriptive list of between 500-600 
new pamphlets. The 1940 Cumulation 
lists and describes 6,072 pamphlets 
under 2,150 subject headings. 
Hundreds of thousands of dollars were 
spent on research, study, editing, etc. 
in the preparation of these pamphlets, 
yet 35% of them are delivered with- 
out charge and the prices of the re- 
maining (see catalog) are nominal. 
In  addition to an annotated listing under 
subjects, each monthly issue of the 
catalog includes a Title Index and 
Order List. 
All service basis rates for the Vertical 
File S e n i c e  Catalog, including back 
service have been recently re- 
duced. Write for your new rate 
and-to let it speak for itself . . . 
a sample of the Catalog. 
THE H. W. WILSON COMPANY 
950 University Avenue, New York 52 
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is Taking Shape! 
* ~ o t  only in the battlefields is thc fatk of 
humanity being decided. On the home-front, 
too, rarnest men and women evrrywhere are 
giving serious thought t o  the kind of world 
they want in the post-war-and the libraries, 
as ever, arc supplying facts and information 
about our own country, about our allies and 
our enemies to  help them reach thrir con- 
clusions and formulate their opinions. 
"HOW-TO - DO - IT" Books give necessary KNOW- HOW 
ATS publications are famous for their presentation of technical subject-matter from the 
practical LEARNER "How-to-do-it" point of view. That is why they are in the libraries 
and are used by industrial firms, schools and training divisions of our Armed Forces. 
Only a partial list-write for complete catalog. 
Just O f f  the Press Other Library "Must" Items 
Plastics-DuBois ......................... .43 1pp. $3.75 
New, enlarged edition; 110 new pages. 
Latest, most complete book on the subject. 
F u n d a m e n t s  o f  Radio-Gorder. . 373pp. $2.00 
A pre-induction book giving fundaments as 
recommended by the War Department. 
F u n d a m e n t s  of Electricity- 
McDougal . . . . . . . . . . . . . . . . . . . . . . . . . .  3 88pp. $2.00 
Revised, enlarged edition of the previous 
popular pre-induction book. 
S l ide  R u l e  Simplified-Harris . . . .  266pp. $2.50 
A complete p i d e  on "How to Use a Slide 
Rule" with illustrative examples showing 
how. Also available with Dietzgen slide rule $3.50 
Diesel  Locomotives-Draney ........ 480pp. $4.00 
Mechanical Equipment volume now ready. 
Electrical Equipment volume by Dec. 11 .... $3.75 
YOU may have books sent on APPROVAL. 
Flight-First Principles ................... 283pp. $2.50 
-Construction and Maintenance 219pp. $2.50 
. . . . . . . . . . . .  -Aviation Engines ..3 63pp. $3.25 
-Meteorology, Aircraft Instruments 
. . . . . . . .  and Navigation 41 1pp. $3.25 
Elec t r i ca l  a n d  R a d i o  D i c t i o n a r y  . 11 Opp. $1.00 
H o w  t o  R e a d  E lec t r i ca l  B luepr in t s  3 18pp. $3.00 
M a c h i n e  T r a d e s  Bluepr in t  
Reading-Ihne-Streeter .............. ..I 66pp. $2.00 
M a c h i n e  S h o p  Opera t ion+  
Barritt .......................................... 867pp. $6.00 
M a c h i n e  S h o p  Work-Shuman . . 499pp. $3.50 
Meta l lu rgy  (enlarged)-Johnson . . . .  262pp. $2.50 
T o o l  Design--Cole ...................... 48 lpp. $4.50 
P r a c t i c a l  Mathematics-Hobbs . . 199pp. $2.40 
P l a n e  T r i g o n o m e t r y  M a d e  Plain- 
Carson . . . . . . . . . . . . . . . . . . . . . . . .  ..3 89pp. $2.75 
F u n d a m e n t s  of M a c h i n e s  ............... 294pp. $2.00 
WRITE for Special Library DISCOUNT. 
Send orders to 
AMERICAN TECHNICAL SOCIETY 
Industrial Division D r e x e l  Ave. at 58th St., C h i c a g o  37, I X n o i s  order Shipped s received the ay 
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II LIBRARY BINDERS AND BOOKSELLERS 
Branch Office: 
580 Fifth Avenue, New York 
Hempstead, L. I., New York I 
RADEMAEKERS LIBRARY AND SCHOOL BINDINGS have won universal 
recognition because of durability and attractive appearance. 
THE BINDERY IS OLD: the binding methods are NEW, uptodate, practical. 
Prompt service is a specialty. 
Prices, samples, trained representatives, await the summons of the librarians. 
NEWARK, NEW JERSEY 
74 Oratoa Street 
I I SPECIAL SERVICE for Special Libraries 
We are prepared to supply our trade with almost any back numbered issue of 
Technkal Magazines or Trade Journals. )I Send us your magazines for binding and let us worry about your missing 
g d i L  
L A W  A N D  C O M M E R C I A L  
P R I N T I N G  
essdnc. C O R P O R A T E  - F I N A N C I A L  
A .  C .  P A N D I C K  
M A N A G E R  NEW YORK OFFICE NEW JERSEY DIVISION 
- 
- 
PANDICK PRESS,  INC. ARTHUR W .  CROSS,  INC. 
22 THAMES STREET 71-73 CLINTON STREET 
NEW YORK. N. Y. NEWARK. N .  J. 
NEW YORK-RECTOR 2-3477 ( NEWARK - MARKET 3-4994 
This book printed by Arthur W. Cross, Inc. 
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STECHER T SER VICE 
S . . . SCIENTIFIC and technical books and periodicals a 
specialty 
T.  . . TRAINED staff for special libraries 
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New and Secondhand Books 
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